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Information Furnished the ICI Wy the Office of Training on
Readability of Office Memoranda.

1. I agree thoroughly that readsbility ie

f primarily the result of simple,
STATINTL ¢lesr, well organized writing, as pointed out hy Miss f the
ANGR.

Office of Training in her study on Keadability of Uff v

2. In July 1955 Colonel White wrote to the hesds of all major DD/ eom=
ponents, urging them to train thelr employess in writing clesr and simple
English, Sush treining should eonsist of (a) good example, (b) study of
"Plain Letters,” a handbook setting forth most of the organimation prineiples
advocated hy Miss and (o) taking the OTR course in Effsctive Writing.
He hes also emphasised at his staff meetings the necessity for plain, worka-
day inglish.

3. I slso agreo with her that format must be Judiciously sdapted to or-
genigation and subject matter. For example, the standard format for etaff
studles has proven very well adapted for submitting problems for decision or
sction,

he Generally, Missjllsveeections for improvement in foimat conform
with atanderds published hy the Agenoy, with the biggest exception deing line
length and, to & lesser degree, tethnliques for providing emphasis, About
five million pages of typewritten material were prodused in headquarters in
F.X, 1956, The use of four-inch lines would increase the volums ty spproxi-
mately one-third. The amnusl inorease in costs would be mbout $$,000 for
paper and over $100,000 for safee to atore the incressed volume. It is
difficult to estimate the increased clerical costs,

5., Emphssis should be ashieved mainly through the srrangament of words
and idess without too much reliange upon exelamstion marks, cepltal letters,
underlinings, etc. as advooated in a manusl published ty the Offise of
Trnining.

6. We will continue to use all avallsble means to improve the reada-
bility of memorands produced in the ID/S Area and to use all productive idess,
including ﬁiuiin Agency training courses.

(signed) H. Gates Lloyd
H., GATES LLYD

e DD/S Subject; 1 - DD/S Chrono;
o 1~ DD(/S Reading
.zﬁ|ﬁ;RD978ﬂ@48M9§?) 150005-0

5
x5
. %IV,

&

Approved For Release 20015@?112




